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Learn more about Microsoft Teams

Microsoft Teams provides search tools to help you locate messages, files, and other 

information quickly. Use these best practices for organizing content and search tips to 

quickly find messages and files when you need them. 

Look for the optional self-learning links throughout for further information.  

Content:

▪ 7 tips to search and organize content in Teams

▪ 3 tips to chat like a pro

▪ 3 tips to chat like a pro using the mobile app



Tip 1: Pin a chat for frequent access. 

If you chat with a person or group frequently, 
you can pin the chat. The chat will then show at 
the top of your chat list. 

You can do this by hovering over the chat, 
selecting the ellipses [...], and then selecting Pin.

Search and organize content

Click here to view a short video on 

starting and pinning a chat.

https://support.microsoft.com/en-us/office/start-and-pin-chats-a864b052-5e4b-4ccf-b046-2e26f40e21b5


Tip 2: Use the save ribbon to quickly reference messages from a channel 

conversation, one-on-one chat, group chat, or meeting chat.

Search and organize content

To save a message:

• Hover over a chat or conversation—click the 

ellipsis [...] to access the More options menu.

• Click Save this message. A ribbon icon will 

appear under your profile image to confirm 

the item has been saved.

To access your saved content:

• Click your profile image in the top-right 

corner of Teams.

• Select Saved from the drop-down menu.

You can also use the command box to search for specific content within your saved 

items. Type /saved in the command box, then the search terms for the item you need.

To remove an item from your saved content, simply click the ribbon again.

Click here to view a short video.

https://support.microsoft.com/en-us/office/save-a-post-or-a-message-3f63e7d0-0011-47fa-99c0-98af60a71357


Tip 3: Use the Activity tab in chat.

In a 1:1 chat, you will see a tab at the top labeled Activity. Select this tab to see a list of recent channel conversations 
and chats where the person you are chatting with has participated. 

You can click on a given conversation and will be redirected to that specific team and channel.

Note: You will only be able to see content that you have access to as a member of those specific teams and channels.

Search and organize content

On the go? Click here for a 

short video on quickly 

scanning activity on your 

mobile device.

---

Want to learn more about 

how to control your 

activity? Click here to see 

how to change notification 

settings.

https://support.microsoft.com/en-gb/office/activity-feed-on-the-go-f9a524fa-c7a2-41ee-9961-6d8d16f5550e
https://support.microsoft.com/en-us/office/manage-notification-settings-348672f7-9ed0-4b96-86ed-d6fdcecb4096


Tip 4: Filter your results

Simply enter your search terms into the command box. Use the Messages, 

People, and Files tabs above your results to refine your search. 

A second tier of filters appears after you make your initial selection, allowing 

you to get more granular results such as a date range, who the message is 

from, and more. 

Search and organize content

You can also use the filter 

icon to search activity in 

your feed. 

Type in keywords or names 

to refine your results or 

select the ellipses […] to filter 

by unread, @mentions, 

replies, and more.
Click here to view a short 

video. Click here to see more.

https://support.microsoft.com/en-us/office/filter-your-activity-feed-02b9ece4-6086-4daa-b4c0-627beeacbf08
https://support.microsoft.com/en-us/office/explore-the-activity-feed-in-teams-91c635a1-644a-4c60-9c98-233db3e13a56


Tip 5: Use Control F (Ctrl+F) to 
search messages within a chat 
or channel in Teams. 

Simply select the area you want to 
search—say, the General channel 
within a team—enter Ctrl+F 
followed by your search terms, 
then select the Enter key.

For more shortcuts, you can 
select your profile picture 
followed by Keyboard shortcuts.

Search and organize content

Click here for further details 

on searching messages.

https://support.microsoft.com/en-us/office/search-for-messages-and-more-in-teams-4a351520-33f4-42ab-a5ee-5fc0ab88b263


Tip 6: Use the command box at the top of the screen to help you search, take quick actions, or launch apps. 

There are several ways to use the command box to search for messages, people, and documents:

Search and organize content

• Type what you're looking for in the command box. If you 

pause after typing, you’ll see suggested results. 

Press Enter to see more results.

• To find a group chat or meeting chat, combine names 

and/or keywords.

• Slash commands allow you to perform certain tasks and 

filter search results - Type a / to see a list of commands 

and descriptions.

• Type @[someone's name], press Tab, and then type a 

message to someone without moving away from what 

you're working on.

• From:[author of message in channel/chat]

• in:[location of the message, either in channel or named 

group chat]

• subject:[subject of the channel message]

• Sent:[YYYY-MM-DD]

Click here to learn more about commands in Teams.

https://support.office.com/en-us/article/use-commands-in-teams-88f61508-284d-417f-a53d-9e082164050b


Tip 7: Use Files to locate recent documents

Chatting or meeting with someone and need 
to find a recently worked on document? 

Select the Files icon in the left rail. 

This view brings together a variety of sources:

• Files available to you within Teams

• Files from across Office 365, including 
SharePoint and OneDrive for Business

• Files you've downloaded

Search and organize content

Note: You can also type /files in the 

command box, press the space bar, and then 

type keywords for the file you need. 

Or type a key phrase into the command box, 

press Enter, and then select the Files filter.

Click here to learn more about exploring files in Teams.

https://support.microsoft.com/en-us/office/explore-the-files-list-in-teams-287ba970-2bdf-473d-a2da-76247ea4cf8f


Tip 1: Expand your message for richer formatting options. 

For formatting options, simply click the Format icon. 

Here, you can mark a message as ‘important’, bold and italicize 
text, highlight text, change spacing, add bullets and more. 

Chat like a pro

Notice a typo or forget something after you sent a message? You 

can easily correct a mistake by clicking ‘Edit’ or ‘Delete’ the 

message and start over. 

From a desktop, simply click the ellipse followed by Edit or Delete.

From a mobile device, simply press and hold the message you 

wish to edit or delete. The option menu will appear where you can 

make you selection and complete changes.  

Click here to view a short 

video on formatting posts.

https://support.microsoft.com/en-us/office/create-and-format-a-post-e66777da-636b-49eb-9408-b0d88b212885


Tip 2: Add people to an existing chat. 

To loop more people into a private conversation, 
select the Add people icon in the upper-right 
corner of your chat window. 

Type the names of the people you'd like to add, 
select how much of the chat history to include, 
and click Add.

Note: You can only include chat history when 
adding someone to a group chat (not a one-on-
one chat).

Chat like a pro

Click here for more on starting a chat, adding 

people and more.

Want to remove yourself from a 

group chat? Click here to learn more.

https://support.microsoft.com/en-us/office/start-a-chat-in-teams-0c71b32b-c050-4930-a887-5afbe742b3d8
https://support.microsoft.com/en-us/office/leave-or-remove-someone-from-a-group-chat-7db55a67-0ba4-4409-a399-5ed502a1d094


For example, if you're collaborating on 

a PowerPoint presentation, add a 

PowerPoint tab so you can work on it 

directly in the chat.

To add a tab, select the plus icon (+) in 
the upper-left side of the chat window. 

Select the app you'd like to add. Give 
the tab a name and select Save.

Chat like a pro

Tip 3: Add tabs to both one-on-one and 

group chats to enhance productivity. 

Click here to learn more about adding a tab (app).

https://support.microsoft.com/en-us/office/use-apps-6e22a734-c002-4da0-ba63-681f155b142d


Ever wanted to add personality or tone to a 

chat? How about describing the sound your 

printer is making to your IT helpdesk?  

Record and send an audio message using chat 

by following these steps: 

• Open Chat

• Press and hold the voice recorder icon 

• Record your message

• Press ‘Play’ to hear your message

• Delete the message if you are not satisfied

Or ‘Send’ the message

Chat like a pro using the mobile app

Tip 1: Communicate easily with a voice message. 



Chat like a pro using the mobile app

Tip 2: Easily share your location with precision.

Traveling and need to share your building location or lunch spot?

1. On the type message options click on the … to open the more 

options menu

2. On the menu select location

3. By default Teams will place a marker on your physical location but 

you can search or change it to a specific address (you need to 

grant permission to Microsoft Teams to use your location)

4. Click on Share Location

Note: As a recipient, if you click the location card using a mobile 

device, the map location will open on your default maps application. 

On desktop, it will open the map location with Bing maps.



Chat like a pro using the mobile app

Tip 3: Always on the go? Use Quiet hours to choose when 

to be notified of work activities on your mobile device.

• Open the menu in your Teams mobile app.

• Select Settings.

• Select Notifications.

• Select Quiet hours in the top of the screen.

• Click on the switch next to Daily quiet hours.

• Set your From time and your select To time, you won't get 

any notifications from Teams mobile app during these 

hours every day.

• Go back and select Quiet days.

• Select those days that you don’t want any notifications on, 

this will block notifications for the whole day.


